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Creating a database using Creating a database using 
AccessAccess

GCSE ICT Full Course
Portfolio

Data Handling
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Designing & PlanningDesigning & Planning
• What fields do you want?
• What type of field are they?

– Text, number, currency, date, list etc.
• What size should the field be?
• What validation rule and text might be 

used?
• Have you got a KEY FIELD, the unique 

identity for each field. N.B. Do not use the 
Access auto number default.
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Getting started in AccessGetting started in Access

Open the program and give your 
database a suitable name, saving it in 
your ICT portfolio, databases folder.
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Add your field namesAdd your field names
1 2

3

Text is the default data type
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Data Types – Key Field = TextData Types – Key Field = Text
1

The Key Field can be done as an input mask, limited to 2 characters.

2

3

Save as Favourite footballers

4

The >< symbols 
enforce a capital 
letter.

You must have a key field. 
The type is Input Mask.



 6

Ensuring a CAPITAL letter to start Ensuring a CAPITAL letter to start 
a text field namea text field name

1

2
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Using a look up tableUsing a look up table
1 2

3

Type your list
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Adding Date of Birth & AgeAdding Date of Birth & Age

1

3

2

4
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Adding images to your tableAdding images to your table

1

2

Create an image field in design view.
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Find a picture and insertFind a picture and insert
Copy Table mode: Click on 

Player image field and 
select Insert / Object

1

2

3Choose Bitmap image
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Paste your image and add to tablePaste your image and add to table

1 2

You may need to resize the 
white background

3
4
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Creating aCreating a
Data Capture FormData Capture Form

This will be done in Flexidata3
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Follow these instructionsFollow these instructions

1. Open your database in Excel
2. Save it as a .csv file
3. Go to ICT and open Flexidata 3
4. Locate your .csv file and open it
5. Select Data / Form Design
6. Resize the field windows, add a title and 

instructions on how to complete the DCF
7. Check your name is on the page
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1

2

3
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4

5a



 16

5b Moving placeholders Adding text

6

7
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What marks do you get?What marks do you get?

• Entering data 1
• Accuracy 1
• Plausibility (Realistic data) 1
• Key Field 1
• Text & number fields 1
• Other types of field 1
• Data Capture Form 1
• Data Structure Table 1
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Another handy help from MrTAnother handy help from MrT


